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ePORT Overview

Introduction

Welcome to ePORT — the electronic Project Online Reporting Tool. ePORT’s objective
is to provide a common framework for capturing the health status of MSFC programs and
projects that meet the guidelines of NPG 7120.5 to Provide Aerospace Products and
Capabilities (PAPAC). Primary objectives of ePORT are to ensure adequate management
planning is in place for compliance with NPG 7120.5 and measuring performance to the
approved planning for cost, schedule and technical performance parameters. Secondary
objectives focus on ensuring all MSFC programs and projects have a minimum suite of
tools to manage their initiative, independent of their size and budget. This ePORT User’s
Guide contains information on system requirements and basic features of the tool.

Tips on Using this User’s Guide

Figures created from screen shots of ePORT are used extensively throughout this User’s
Guide to enhance the text descriptions of the tool’s functions. Specific areas of interest
are indicated in the figure by a letter enclosed in a circle. The corresponding text will
direct the user to these areas of interest by referring to the figure number and letter (e.g.,
Figure 1-1-A).

Special notes that highlight ways for the user to improve their experience with ePORT
are shown throughout the User’s Guide in brackets and starting with “TIP:”

Buttons or links in ePORT discussed in this User’s Guide will be distinguished
throughout by highlighting the

item in bold inside brackets ——
(e.g., [Click Here]). B contents

7 ePORT Help Guide
Navigating the Help Guide ePORT Oweryiew

Logging into ePORT
Menus

Prafile

Flans and Assessments
Risk Management
Events

Idsing Criteria

Reporks

Initiative Admin

Risk Admin

Appendix Figure 1-1
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Figure 1-1 shows the ePORT user's guide navigation menu. The Contents section,
(Figure 1-1-A) displays a drill down list of topics available in the user's guide. Clicking
on a topic will get a list of sub topics. Clicking on a sub topic will display the page on
the right detailing that topic.

The Index, (Figure 1-1-B) provides a list of key words that can be clicked on to find their
location in the help guide.

Search, (Figure 1-1-C) provides a search box that key words may be typed into. A list of
topics will then be generated based on that key word. This feature is only available to
Window's PC users.

The Glossary, (Figure 1-1-D) is a list of terms and their definitions.

(Figure 1-1-E) is a link to the Adobe PDF version of this help guide. Clicking on this
option will open the user's guide as a pdf document in your current browser window. The
pdf file can be viewed online or downloaded for off-line viewing.

Key terms and section names will be hyperlinked throughout the guide to provide
immediate access to or detailed descriptions of that item.



Accessing ePORT

Access to ePORT is limited to
the Program/Project Manager
or personnel designated as
their representatives for either
data entry or review. Each
program or project is
partitioned from the others to
only allow access to approved
members of your team or

ePORT Overview

TWARNING! This is a US Government computer. This system is for the nse of
anthorized users only. By arcessing and wsing the computer system you are
consenting to system monitoring, inchuding the monitoring of keystrokes,
Unamthorized use of, ar arcess to, this compater system may subject you te
disriplinary action and eriminal proseetion

@ electronic Project Online Reporting Tool (#PORT)

Logn

Fasmword

1 am a ashontad user and agrees 1o the teime ouslined aboawve. |

upper management.

Fo request access, comgplete the Uzer Acce

added, complete the Io
" capabaddbes, take a ook 2

T request an e
For previews ePO
Svstem Kpquirements |y

Program/Project Managers
and Risk Mangers can request
access based on their project
responsibilities by submitting
an online User Access Form (Figure 1-2-A) located on the log-in screen.
Program/Project team members must submit the online User Access form and then
request access to a specific initiative by contacting the Program or Risk Manager of that
initiative.

Establshed users having logeipaseword dficuner, please comtact

rochele b delmviinaca gos

Figure 2-1

New initiatives can be setup by the Program or Risk Manager by printing, completing
and faxing an Initiative set up form found on the log-in screen, (Figure 1-2-B).

The user's guide can be accessed from outside ePORT by using the user's guide link,
(Figure 1-2-C).

Clicking on the system requirements link takes the user to a new page detailing ePORT's
system requirements and providing access to the latest version of software needed to
view ePORT as well as some optional plug-ins.

Once a user has received their log-in and password they may proceed to the tool via the
internet by directing their browser to: https://eport.msfc.nasa.gov/
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System Requirements

ePORT was developed so that ePORT Systera Requirements

users would not be required to Platform Internet Browser

acquire special proprietary Iacintosh Internet Explorer 5 1.6 for Mac OF 8110 9.2
software except for the normal Internet Explorer 5.2.2 for Mac O3 X

freeware multimedia plug-ins . 400c 9 1T 2000
in order to use this tool. The
development team has a
continuous objective to ensure
the tool is platform
independent. ePORT is Figure 1-§

designed to work consistently

on PC and Macintosh platforms using Internet Explorer. While ePORT may work with
older or newer versions of the software specified, it was designed and tested using the
versions listed.

Internet Explorer
Addditional Plug-Ins Adobe Beader 4.0%a or greater
o Crystal Eeports OF-Line Viewer (Windows Only )

(Site hestviewed with Times New Roman fot. )

For more information on using the Crystal Off-line Viewer, (Figure 1-3-A), please refer
to the section, Crystal Off-line Viewer.




Logging into ePORT

WARNING! This is a US Gevernment caomputer. This system is for the use of
anthorized users only. By arceszing and using the computer system you ane

Log-in Screen

consenting to system monftoring, inchuling the monitoring of keystrokes,
Unamthorized use of, ar arcess to, this compater system may subject yom to
disciplinary action and eriminal prosecution

From the ePORT log-in screen
(Figure 2-1-A) the user can @ electronic Project Online Reporting Tool (ePORT)

enter their log-in  and Lgw [
password provided by the hmﬂ_ — LA

Administrator, then click the e TR R |

[I am an authorized user. . .] To request access, complete the Uzer Access Farm

button. ePORT uses secure T request an mafistive be added, complete the Iub
For preview ePORT capabakibes, take a dook ab the Us

socket layer (SSL) encryption ser's Chae

Swstem Hpquiremsnts

to ensure security of the user Established users having logevpastwerd dffioultier, please cortact

michele b deloyifinasa gow

log-in and password.
Figure 2-1

[TIP: The Log-in and password are not case sensitive. ]

For information on how to gain access to ePORT please refer to the section Accessing
ePORT.
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Changing the Password My Freferences for Jahn Smith

electronic Project Online Reporting Tool (ePORT)
User Access Form

ey Infarmation (Make rour ¢banges and sehmif)

Coven Hamse (Bire®, Mydadle butral, Loar™) Fame you g by Frone: pw—
i Mickname) i e
The My Preferences foln | Smith ickname
Module provides the user [msladdez: Ty i e T
I

theablhty to personalize To change login or password youw must enter your current password]
their log-in and password

information (Figure 2-1- [t Senith] Comrent Password

A) Passwords have to wwr Logn | Hew Password RtmlerchPulwnrdI

argwoads must e & merawum af § charsrters long and contsin st lsest 1 specisl characier, | mamenic, | uppesoese latber and

be Change at regular loerercass latfer. Also your pesserord ten not be repeated for 10 chenges. Hew passurords should nol conbain weads
. : . mandl i the dicbonary or conbain names, birkhdays, or STHs of pounself or family members.)
intervals, which is = =

& ropadRion o el wrein 1 WFOR T
) | irwerledgn & Dot Ral@md Wbl ppled e U1 5 Bepeor, Contin| beey ahed rpubintel et Ut i @y TTAF, il EAR
optr-Ued dals T o CRT. (Thete et b iee e SR h , U (ol B0 o, U P, oh el e s

currently set at 90 days.

When the password has |5 e T O s ey e

expired the user Will be | oo e e S e i PR o e P sy o mplsy o

prompted to create a new Peset | Subenit
password that is a Figure 2-2

minimum of 8

characters, containing an upper and lower case letter, a number and a special character.
This module also provides the user with any pertinent messages from the ePORT
administrator.

The My Preferences page also allows the user to select a search criteria that will be used
as the default criteria. For more information on using report criteria please refer to the
section Using Report Criteria.




Menus

Using the Main Menu

Initiative Pull Down Menu

To change initiatives simply click on the pull down menu (Figure 3-1-A) and select the
desired initiative. If an initiative has an * beside it is part of a cluster and allows view
only access. Clusters are custom groupings of initiatives with a view only status. These
groups are primarily for top level management to view data. Managers and users of
ePORT will want to access initiatives that are not denoted with an * if they plan on
making changes to the data.

[TIP: When switching between initiatives, ePORT will display the new initiative data in
the last module viewed with the previous initiative]

Elements of the Main Menu

The primary menu is divided into seven major sections: Message
Good afternoon, Center, Profile, Plans & Assessments, Management Strategies,

Michaell Reports, Help, and Setup.
[Rocket =] €3
s,
Exofile G The first section, Message Center (Figure 3-1-B), returns the user
Plans &ﬁssessmnﬁ@ .. . . ..
to the initial main screen to view messages pertaining to ePORT.
'MMN For more detailed information please refer to the Message
Schedule Center.
-Techrucal
Workforce
Management Sirategies
Rigks The second section, Profile (Figure 3-1-C), links to a one-screen
-Events synopsis of your project containing a description, management
Reports o points of contact, and reporting hierarchy. For more detail
information please refer to the Profile section.
Hep ©
Uzer Cuude
-FAQ
-CommentsOuestions . . . .
5 9 The third section, Plans & Assessments (Figure 3-1-D), contains
Ii;wF the primary health status modules: Management, Cost, Schedule,
My Preferences .
-«PORT Admin Technical, and Workforce.
POMPR] £ doun
-Risk & dmin
Biga Out 0 The fourth section, Management Strategies (Figure 3-1-E),
Fi 3.1 contains tools for managing the initiative on a continual basis. By
1gure 3-

7
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selecting [Risks], users gain access to a complete risk management database to plan
strategies for recognizing and mitigating potential threats to the initiative’s success. By
selecting [Events], the Manager of the initiative can identify and track off nominal
conditions along with recovery plans to ensure the initiative satisfies its objectives.

The fifth section, Reports (Figure 3-1-F), allows the user to select specific data and
templates to create tailored reports. These reports can be downloaded in numerous
presentation formats, including portable document format (.pdf), rich text format (.rtf),
document (.doc), and excel (.xIs). For more detail information on Reporting, please refer
to the Overview of Reports section.

The sixth section, Help (Figure 3-1-G), contains immediate resources to aid the user in
using ePORT. By selecting [User Guide], a new web browser window will open and
provide access to a web based help guide. By selecting [FAQ], the user can view the
most frequently asked questions along with their answer or submit their own question.
By selecting [Comments/Questions], the user can view comments and responses
entered to date and submit comments, questions or bugs to the administrator.

The seventh section, Setup (Figure 3-1-H), houses all user-defined preferences that are
available to task manager, risk manager or the general user. Everyone has access to their
own user preferences by selecting [My Preferences] but the [Admin] and [Risk Admin]
options will only appear if the user has been granted the corresponding privileges. The
[Admin] section allows the task manager to establish the global settings for their
initiative. The [Risk Admin] section allows the risk manager to establish the risk
settings for their initiative.

[TIP: It is a good practice to always [Sign Out], (Figure 3-1-1), of ePORT after each
session to maintain integrity of your initiatives data



Menus

George C. Marshall Space Flight Center BI15/2003
Message Center Systems Management Office 0 sPORT 3.0
Walcome to o PORT!
Goad marning,
Michasli
& Diie View e . r
i-EBDE .'_i T ou bawve nio messages at this tme
er successfu age Cenier
Aft fully Message Cex B
entering ePORT the Prem
. Flans & Assessments
user is taken to the Mansgemens
. . . A0E
main navigation page Scheduls
(Figure 4-1) and can Wakforce
. Rlansgement Sirategies
navigate through the Bk
entire website via -
. Breports
menus. For detailed i
descriptions of the S
many ePORT functions cemesisiuedon:
. . S
introduced here, skip to  -urEusmces
. . =t Admn
the section of this POMFE] dein
. ~Resle &
User’s Guide that ST Figure 4-1
describes that specific
module.

The ePORT banner (Figure 4-1-A) at the top of the browser window shows the current
date and version of ePORT. Clicking on the current version will open a window
highlighting major modifications.

On the right side (Figure 4-1-B) of the browser window is the module window where the
user is initially greeted with messages from the ePORT Administrator. These messages
will include both general information and specific project information.

Older Administrative messages are archived in the "Message Archives". These can be
accessed by clicking on the Message Archive link, (Figure 4-1-B).

On the left side (Figure 4-1-C) of the browser window is the primary menu that is
constantly available in this location throughout ePORT. The top of the primary menu
acknowledges the user and displays a pull down menu that contains a list of the initiatives
available to the specific user logged in at that time.

[TIP: The initiatives are grouped by program, followed by its associated projects.]
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Module Navigation

While each module has unique capabilities and features, there are some features and
general navigation aids that are common across all modules. (Figure 5-1) shows the
common header located at the top of the module window and to the right of the primary
menu.

Technical Assessment for Rocket e‘ (B ] @
.'I .'Illi'.' 1-|:II|'I.:II!'.l_|'I' :II- lrl'!'.'lll-\:.II .".. 'II.:-CI"\. 'llii. I.lnllI |Ili. II'II III:'III! |Ill|.l‘:.. i @ 0
Plan | Assessment | Sununary | Stoplight Criteria e G =ubmit 1

Cutrent Version 5 Submitted on 430/2002 124836 P (9 (© ®
Figure 5-1

At the top of the module window the user will see the module name and initiative’s
acronym (Figure 5-1-A), any summary flags for the module (Figure 5-1-B), and any
module specific messages (Figure 5-1-C). To quickly create a printer friendly view of the
current screen the user can select the printer icon (Figure 5-1-D). Below the separator line
the user will see the module menu options (Figure 5-1-E) and the submit button (Figure
5-1-F) for recording data changes to the current module displayed.

[TIP: The active selection from the module menus will be highlighted in bold.]

Below the module menu line is the scrollable archive (Figure 5-1-G) that allows the user

to review previously saved data for the current module view. Changes to data can only be

made to the current version. If archived revisions of the data are available, the scroll

buttons will be displayed at the end of the revision information. If archived revisions are

not available the buttons will not appear. To look through the revisions, the user can
simply click the directional buttons defined below to scroll through the changes.

@Takes the user to the oldest version of the data for the specified module view.

@ Takes the user to the last version of data immediately before the one actively viewed.

@Takes the user to the next version of data immediately following the one actively
viewed.

@' Takes the user to the most recent version of data for the specified module view.

10
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The date, time, and number of each revision will appear in blue. Below the revision line,
the user will see any module unique instructions

[TIP: Fields that have a red asterisk (*) beside them are mandatory fields that must be
filled in.]

11






Profile

Creating Your Profile

The purpose of the Profile
section (Figure 6-1) is to
provide an overview of the
initiative and identify the
major points of contact.

Initiatives that are also listed
on the MSFC Program,
Project & activity list
maintained by the Program
Management Council are not
updatable through ePORT.

[TIP: When setting up a new
initiative, the Administrator
will enter the initiative name
and acronym]

A concise paragraph
describing the initiative can be
entered in the Description
field (Figure 6-1-A). The
Authorization Dates and
Governing PMC fields are
used to capture the name of
the approving body and dates
the initiative started
Formulation and
Implementation phases.

Profile for Rocket

@ﬁ
Cmnrt"tmion45m-l.lldml1ﬂm334ﬂm®

. U Biokogaed and Proysical Research
I ¥ Enth Science

e s
Imithative Mame = Arrvmym-
[Rockrt |
Deseriptisn
18 #ziple of how Lo sat up & peo gram within the $FORT tool &
Q
£
Authorization Dairs  Covrrning PMC
ATP for Fropos] Devebopment: —
MG C Lol R #focF "
(GEC Foretation Aullosmation A [AgencyPrec =]
MEEFC Comemitment of Fors oures For lmpl
ML A ppronyad for Impdemandstion: jémnnmnz [aruc =]
HI Codels) (Select ol hat apply)
M - Zpace Fught
M B dere-Spaze Tecknalogy
[ A Space Saemer G

13
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Simply check the boxes
beside the applicable HQ
codes. The remaining
information concerning the
directorate, program, project
and activities that the
initiative may be related to are
automatically completed by
the data in the PMC's
Program/Project list.

The final section (Figure 6-1-
C) of the Profile contains
fields to capture information
for the major points of contact
for the initiative.

After completing the
necessary fields, click the
[Submit] button to send the
information to the database.

[TIP: The updated current
revision information at the top
of the page confirms the
changes were successfully
received by the database].

14

Directorute
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= wat --------------------- Lase |
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———
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Fast | Last |

Figure 6-1



Plans and Assessments
Assessment Overview

Each of Plans and Assessments modules (i.e., Management, Cost, Schedule, Technical,
Workforce) contains module menus to view or modify the initiative’s approved plan or
Manager’s current assessment. Simply select the [Plan] or [Assessment] button in the
module menu to enter the respective areas. The Manager’s assessments can be entered
daily, monthly or whenever is convenient for the initiative’s management.

[TIP: The system by default will take the user to the assessment menu when selecting a
specific module from the primary menu, since it is typically the most frequently used.]

The guidelines identified in the Appendix — Stoplight Criteria and Definitions, should be
used to determine the appropriate assessment color (“G” for green, “Y” for yellow, or
“R” for red). The definitions are available within each of the Plans and Assessments
modules by selecting [Stoplight Criteria] from the module menu.

The Assessment Summary area (Figure 7-1) is used to concisely describe why the
initiative’s approved plan is not being met and describes how the Manager intends to get
back on track. The Deviations field (Figure 7-1-A) should summarize why the overall
assessment is yellow or red. The Recovery Plans field (Figure 7-1-B) should summarize
how the manager intends to address the deviation to return to their approved plan (i.e.,
green).

MManagement Assessment Summary Current Overall Assessment Y

(Hint: Refer to Open Events to compose summary mformation ) @ Cpen Events
If the Manager is .

Deviations

utilizing the Events
module found in the
Management
Strategies section,
the user can access
open events for H
reference and to Recovery Plans e

assist in development How fo retusn to management plan (i e, groen)

of the Assessment E:;gﬂjz:;ﬁiz;l;&:ﬂgw of Lockhesd Marte's 233 Recoveny Propogal, update POA and ;1
Summary. By

selecting the [Open
Events] button Figure 7-1 =l
(Figure 7-1-C) to the

right of the summary fields, the system will open another window that displays all the
open events that affect the current Plans and Assessment module being viewed. From this
separate window the user can review or copy and paste event descriptions or plans into
the summary fields. Once the fields are completed click the [Submit] button to send the
information to the database.

Feason agsessment cnteria 12 not being mel (e, vellow or red)

FProgram Flan and PCA nesd updating to reflect changes in schedule and technical objective __]

15
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Management Assessment

The Management module
(Figure 8-1) is the first
module in the Plans and
Assessments section and is
where the user can identify
and assess the management
products required and
controlled by the initiative.

When [Management] is
selected from the primary
menu, the Management
Assessment page appears on
the right, in the module
window. Initially the user
must select [Plan] to input
the management products
desired. The management
plan page provides a default
listing of management
products that are available
for selection by the
Manager. By selecting the
desired product from the
pull down menu, the
product name will appear in
the Title block. If the
management product you
are looking for is not in the
list or the initiative uses a
different name for one of
the products, simply click in
the title block and enter or
modify the desired title.
Complete the additional
optional information and
select the [Submit] button
to record your data in the
database.

16
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Figure §-1



[TIP: The manager should
only identify management
products that are required
and controlled by the
initiative]

Changes can be made to the
information provided by
clicking on the title of the
management product and
modifying the data. A
management product can be
deleted by simply clicking
on [Delete] button adjacent
to the line item.

After the Management Plan
is completed the user can
proceed to the Management
Assessment page by
clicking on the
[Assessment] button. The
user will notice only the
management products that
were created on the
Management Plan page will
appear on the Management
Assessment page (Figure 8-
2). To update the
assessment, simply select
the radio button with the
appropriate stoplight color
for each of the initiative’s
management products and
then click on the [Submit]
button. The overall
assessment is automatically
calculated based on the
worst case of all values
selected and displayed in the

Plans and Assessments

Management Assessment for Rocket

Fleaas sdlentify yous cumend

Select Assessment

@ ¥ ®
L i i
& ', "~

Management Prodacts
Enveonsmental Management Flan
Frocuremert Pln

Frogram Flan

Figure 8-2

vl Version @ Submatned on 11 M2 s s 2P (0 (2

aesezpment for each of yous munagement produscts

"
©
v
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upper right hand corner
above the print view icon.

After completing the
assessment for each
management product, the
user can either scroll down
the page or click on the
[Summary] button to
complete the Assessment
Summary section.

Cost Assessment

The Cost module (Figure 9-
1) is where the user can
identify the approved cost
plan and assess it against
the initiative’s actual
performance.

When [Cost] is selected
from the primary menu the
Cost Assessment page
appears to the right in the
module window. Initially
the user must select [Plan]
to input the cost plan.

From the Cost Plan page
the Manager is able to add a
fiscal year (Figure 9-1-A)
by entering the four digit
year and clicking on the

18

Cost Plan for PNT

Plan | Assesament a I— Add Year [ Fiscal Ye I.'r]-'-dé'lTr;[
Submil |

FY Add Year iE Zouree (s g, Phasing Plan, Projbot Flan)

Eudper at Camplete (BAC) | ]

Totdd Fezerve [ ]

FY Budget [ n

Add all the cosl major and minor celegonies you wish (o lack for our mitistive 1F & mejor calegany
bis arcy mans calagonsd aseociated with it the magor category orly s0t8 a8 & sy fisld and wall
a0l abowr direct eniry by the wser

Cumulative Plan for FY Add Vear 3K

Mmor Category Minor Category

Mo categores entered

Figure 9-1

[ a Add Major



[Add Year] button. This
will add a fiscal year for
cost and work force
modules simultaneously.

After a year desired has
been added, the user should
select the fiscal year from
the drop down menu
(Figure 9-1-B) to begin
entering the plan. The
Manager should start by
entering the initiative’s
Budget at Complete (BAC),
total reserve, and FY
budget that reflect the
initiative’s current
approved budget. Next to
each of these fields, the
Manager should identify the
source of the approved
budget shown (e.g.,
Program, Project Plan,
phasing plan).

The Cost module allows the
Manager to define all the
major and minor levels
needed to adequately track
the initiative’s costs. The
Manager can add a major
level by entering a name in
the field (Figure 9-1-C) and
clicking on the [Add
Major] button. The same
process is used to create
minor levels. The Manager
enters a name in the Minor
Level field (Figure 9-1-D)
and click the [Add Minor]
button. When a minor level
is added to a major level the

Plans and Assessments

19
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major level converts to a
‘rollup’ summing the minor
levels below. All major
and minor fields can be
deleted using the [Delete]
button adjacent to the line
item. The Manager can
create as many major and
minor levels as needed.

Once a level has been
added, clicking on the
hyperlinked name will open
a cost planning table
(Figure 9-2) so that values
can be added. Similar to
the main Cost plan page,
the Manager should enter
the source of the approved
monthly budget (e.g.,
phasing plans). Once the
fields are completed click
the [Submit] button to
send the information to the
database. Selecting the
hyperlinked Major level
that has Minor levels
associated with it will open
the monthly cost plan table
for viewing only. The user
cannot directly enter values
because the Major level
only reflects the sum of the
associated Minor Levels.
After the Cost Plan is
completed the user can
proceed to the Cost
Assessment page by
clicking on the
[Assessment] button. The
user will notice only the
Major and Minor levels that
were created on the Cost
Plan are reflected on the
Assessment page (Figure 9-

20
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Figure 9-2



3). To update the
assessment, the user simply
selects the Major or Minor
category (Figure 9-3-A)
desired and enters the
actual data. In addition to
the actual monthly cost
plan, the Manager should
identify the Manager’s End
of Year (EOQY) estimate
(Figure 9-3-B) and Estimate
at Complete (EAC) (Figure
9-3-C) to identify the
Manager’s expected cost
within the current fiscal
year and over the life of the
initiative. Once the fields
are completed click the
[Submit] button to send the
information to the database.
The system uses the latest
month that has actual data
to calculate the Projected
EOY Estimate and
evaluates data according to
the guidelines identified in
the Appendix — Stoplight
Criteria, to automatically
select the appropriate color
for the overall cost
assessment.

Plans and Assessments
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Total Regayve F2000E Project Pl
Y Estenate st Complete EAC) (8 3600 Mansger's View
Aunnual View Bouree
FY 2002 Budges EXS00E. Propect Plas
@ End of Year EOY) Estinate ) S2I00K Masager's Vaew
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The Manager can also use
ePORT to consider “what
if” scenarios to compare
with the approved baseline
plan and actual
assessments. To use this
feature, the Manager simply
clicks on the [create a new
scenario] hypertext link
(Figure 9-4-D) and enters a
label for the scenario.

[TIP: Each new scenario
will copy over the existing
planned and actual data to
date as a starting point for
the Manager to edit]

After completing the
assessment for each
management product, the
user can either scroll down
the page or click on the
[Summary] button to
complete the Assessment
Summary section.

Once the fields are
completed click the
[Submit] button to send the
information to the database.
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Plans and Assessments

Schedule Assessment

The Schedule module is where the Schedule Plan for Rocket
Manager can identify both

. Plan | Agstaiment Subemit
schedule reserve and major S Sources e
milestones that will be compared ~ Sta Date 'R 17172000
with the initiative’s actual Delnvery Date e
. Sehedule Beserve for Ortical Path | = |=._.. v
execution. P Q Frogrem Fla
When [Schedule] is selected from
the primary menu the SChedule Mhilestones: Tdentfy all design reviews, TAEs, FRE:, etc __?p_l._l_t:"i‘-'_
’ Naume- Stast- Finish-
Assessment page appears to the | O | |
right in the module window. (o, Critical Design Raview) 08033002 01052002
Inltlally the user must SeleCt Chck om the sdentifier 1o moddy milesione
[Plan] from the module menus to = = e
input the schedule plan. The D) Figure 10-1

schedule plan page (Figure 10-1)
includes two sections; the first being the Schedule Reserve and the second being Major
Milestones.

The Start and Delivery Dates (Figure 10-1-A) for the initiative are needed in the reserve
burn rate calculations and should be entered in the fields provided. The Manager should
identify the number of days reserve the initiative has for the critical path schedule and
enter them in the appropriate field (Figure 10-1-B) within the Schedule Plan. This
reserve should track back to an approved management product (e.g., Program/Project
Plan). Enter this source document in the designated field for reference. Once the fields
are completed click the [Submit] button to send the information to the database. The
Milestone section provides the Manager a place to identify the major milestones that are
typically called out in the
approved Program or Project Plan.

Schedule Milestone Modification for Rocket

Simply fill in an Identifier, Start

and Finish dates (Figure 10-1-C) ~“&=== o) =
and click on the [Submit] button g, Starts Finish

to record the milestone in the P fimmoz emas
plan. Duplicate this process unti] & ©ntics Design Raview) Figure 10-2 (g 00032000 (sg 01052002)

all milestones are entered. A milestone can be deleted by clicking on the [Delete] button
adjacent to the milestone itself. The milestone list will instantly be updated to reflect the
change. After a milestone has been added, clicking on the hyperlinked identifier (Figure
10-1-D) will open an edit screen (Figure 10-2), allowing the Manager to modify
milestone entries in the list.

After completing the Schedule Plan the Manager may proceed to the Schedule
Assessment page by clicking on the [Assessment] button.
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Similar to the Schedule Plan page, the user will notice that the Schedule Assessment page

(Figure 10-3) has a field to identify the current actual reserve for the critical path.

The Manager should use
the initiative’s detail
critical path schedule and
initiative delivery date to
identify the number of days
reserve remaining and enter
it in the space provided
(Figure 10-3-A), then click
on the [Submit] button to
record the data to the
database.

The overall stoplight
assessment next to the
entry field will
automatically reflect the
comparison between the
plan and actual reserve
days and the projected
reserve based on the
current actual burn rate as
defined in the guidelines
identified in the Appendix -
Stoplight Criteria.

The Manager can then
enter or modify the actual
start and finish dates for the
identified milestones
(Figure 10-3-B). Be sure to
click on the [Submit]
button to record the data to
the database. The milestone
list will instantly be
updated to reflect the
change and the overall
assessment.

[TIP: A delayed actual
start of finish date will only
indicate a negative trend
(i.e., yellow). The
assessment will only
become red when all
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schedule reserves are
depleted, indicated by a
negative number for the
reserves remaining. |

After completing the
assessment for each
management product, the
user can either scroll down
the page or click on the
[Summary] button to
complete the Assessment
Summary section.

Plans and Assessments
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Technical Assessment

The Technical module is where Technical Plan for Rocket
the user can identify the mission

. : . . Plan| Assesement Submi |
success criteria typically identified " oot
. Idartilly oll #oceids fnlinh *hiloke manddoy Skl
in the approved management plan. Add Criteria

Mame=
. . I
When [Technical] is selected Descriptions Source=
from the primary menu the = |
Technical Assessment page
appears to the right in the module
window. Initially the user must = ©enthe name 1o madidy wfematien.
. Hame Descnption (Fource)
select [Plan] to input the Landig Ssfety €Y Diclete
TCChl’lical plan, Lasdmg safety in the orbaer carge bay f contmgency bmdmg required (Frogram Flan)

Figure 11-1
The Technical Plan (Figure 11-1) provides fields for the user to enter a unique Identifier,
Description of the objective, and Source of objective (e.g., Program/Project Plan). After
entering a technical objective, the user should click on the [Submit] button to record the
data to the database.

The technical objective will immediately be listed below the entry fields as confirmation
of a successful entry. Duplicate this process until all technical objectives are entered.
Once an objective has been added, clicking on the hyperlinked identifier (Figure 11-1-A)
will open an edit screen to modify entries. An objective can be deleted by clicking on the
[Delete] button adjacent to the objective itself.

After Completing the Technical Technical Assessment for Focket
Plan the Manager may proceed to Flaz | Ssemrment | Summaery | Tooplghe Crlma St ]
the Technical Assessment page by Coerves Vossios 6 Suboitied co MO AM @@
CliCking on the [Assessment] Flease wentify your carrest assessment for cach of techescal gem
. . Select Assesamont

button. The user will notice only @ ¥ @ Technical Objectives
the Technical objectives that were & & Landng Sality @
created on the Technical Plan are ~ Technical Assessment Sumamary Curremt Overall Assessment ()

Mk Refer o Opem Beends to cospars rumsany idomm shon Oipen Event
reflected on the Assessment page T —

. Deviatioms

(Flgure 1 1-2) Fornson asds samend Colemn 48 w0t Deang med (i 8, yalowr o0 1)

Cempotrie Tk Hactured durmg Te plangg snd tun 2 b jepraed =1

To update the assessment, simply
select the radio button with the u
appropriate stoplight color for each gecovery Fans

of your initiative’s objectives and
then click on the [Submit] button.
The overall assessment is
automatically calculated based on
the worst case of all values
selected.

anomde ek wepe dadeperee wud = I
33y kdlcteryiel
chrrse will regume
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After completing the assessment for each management product, the user can either scroll
down the page or click on the [Summary] button to complete the Assessment Summary
section. Once the fields are completed click the [Submit] button to send the information
to the database.

Workforce
When [Workforce] is selected from the primary menu the Workforce Assessment page
appears to the right in the module window. Initially the user must select [Plan] to input

the work force plan.

From the Workforce Plan page the Workforce Plan for Rocket
Manager is able to add a fiscal

year (Figure 12-1-A) by entering Phon| fasessmsnt Q B e QAN H
the four digit year and clicking On A s workforss maor and mner catagaries you wish to track for o ingistive. 1 2 magor
the [Add Year] button. This Will s ue e o dect s by o sose o s s
add a fiscal year for cost and work Major Category Minor Category
force modules simultaneously. Horererdenmet

ek Mgt G
After the year desired has been il Service Figure 12-1

added, the user should select the
fiscal year from the drop down menu (Figure 12-1-B) to begin entering the plan.

The Workforce module allows the Manager to define all the major and minor levels
needed to adequately track the initiative’s costs. The Manager can add a major category
by entering a name in the field (Figure 12-1-C) and clicking on the [Add Major] button.
The same process is used to create minor levels. The Manager can enter a name in the
minor category field (Figure 12-1-D) and click the [Add Minor] button. When a minor
level is added to a major level the major level converts to a ‘rollup’ summing the minor
levels below. Major and minor

categories can be deleted using the

[Delete] button. Workforce Assessment for Rocket

Once a leVel has been added’ i Current Version | Submitted on 1 1/6GE002 04231 AM =
clicking on the hyperlinked Nname s category werkforce stans st omsticaty sum in the major zstepery)

will open a work force table Civ] Sorvice Warkforee Assessment
(Figure 12-2) so that values can be 2003 o Source
added. In addition to the planned

K R October  Movember  December Janaary Febouary hfarch
work force Full-Time Equivalents ofp of off i oo ofd
(FTE) the Manager should enter the = #g May Jine Ty August ~ Septemmber

) off ofg of of ofi

source of the approved work force
plan for reference. Once the fields
are completed click the [Submit] button to send the information to the database.

Selecting the hyperlinked Major level that has Minor levels associated with it will open
the monthly work force table for viewing only. The user cannot directly enter values
because the Major level only reflects the sum of the associated Minor Levels.

Fizure 12-2
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After the Workforce Plan is completed the user can proceed to the Workforce
Assessment page by Clicking on Workforee Assessment For Rocket

the [Assessment] button. The
user will notice only the Major
and Minor levels that were Add sl werdoree major and mine
created on the Workforce Plan st nos s dosct ssne g e goar
are reflected on the Assessment Major Category Minor Category

page (Figure 12-3). To update 1 reeords remmed

the assessment, the user simply

category desired and enters the ,, - © Figure 12.3

actual data. Once the fields are

completed click the [Submit] button to send the information to the database.

Flen | Assesament Fiscal Year | 2003

" n 1 - -
ronar sratiative. IF & magoq

begory only aile sf & fusmmaay

ona wigh 3o teack fio

o Lhamy

The Manager can also use ePORT to consider “what if” scenarios to compare with the
approved baseline plan and actual assessments. To use this feature, the Manager simply
clicks on the [Create Scenario] button (Figure 12-3-A) and enters a label for the
scenario.

[TIP: Each new “what if” scenario will copy over the existing planned and actual data
to date as a starting point for the Manager to edit]

After completing the assessment for each management product, the user can either scroll
down the page or click on the [Summary] button to complete the Assessment Summary

section.

Once the fields are completed click the [Submit] button to send the information to the
database.
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Viewing and Managing Risks

The ePORT Risk Risks for Roclet (1} A

M (6) [L{(0)
module allows the e @ D
user to identify, D @&
track and maintain  add| Index | Status | xiCrid | Definitions Figure 13-1

potential risks to an
initiative. By default the user is taken to the Risk Index view. See the Risk Index section
for more detailed information.

Risk is a measure of the potential inability to achieve overall initiative objectives within
defined cost, schedule and technical constraints. Risk is made up of two components:
likelihood and consequence. Along with identifying risks and documenting the analysis
associated with these risks, the user can layout a mitigation plan to reduce or prevent the
risk’s impact.

The upper right hand corner of the Risk Summary page (Figure 13-1-A) provides a
“quick look” summary of all the initiative’s open risks categorized by risk criticality
(High, Medium and Low). When [Risks] is selected from the primary menu the Risk
Index page appears to the right, in the module window.

Selecting [Add] will take the user to the add risk screen. See the section Adding Risks
for more detailed information.

Selecting the [Status] button from the module menu (Figure 13-1-B) provides the user
with a quick look of the risks’ approach status. The user can view individual risks by
clicking on a hyperlinked title.

Selecting the [Sx5 Grid] button from the module menu (Figure 13-1-C) shows the

current initiative’s top 15 risks and trend for the past 30 days plotted on a color-coded
5x5 matrix. The 5x5 Grid view is also available within the reporting module.
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Risk Index

The Risk Index page lists all the = gisks for Rocket o m® Lo
risks currently identified for the
initiative. The user can limit the - P E DT — = —
risks being viewed by selecting  44yanced Search [Soec @ saved search cions ﬁ

eate/bolo iy search critera

from a list of save search criteria  guick Search for |Focker | g Subm |
displayed in the drop down box,  Smms Criticality h Timefrume  C

P 2y P md o™ A EEE mo
(Figure 14-1-A). Owmr Team c’_n_!

EAI - |,.\,|4 rI e All 5

The user can also create or modify St Criwris: & Disenting © Rkt I"‘“T"“
search criteria by clicking on the Pending Approval
hyperlink "Create/Modify search Approved: Draft Risks: Modified Risks:

A - Racket Total 7 4 2
criteria", which will take them to Tiefalt Set 9 4 5
the search cr'lter'la page. While Soprerad Risks (ivkon ot dee sty ot
the user is viewing risks, they can  triticality Risk - Tute Owmrr  Status

. . Risk Tetal Risk Stuirment Category  Timefirame

perform a quick search by just e Team  Approach

owner by using the quick search Tkl /D)
option in (Figure 14-1-C) and Aeesesto meor of PM it bmited by #666ng 05K, Hpek Mary  Open

. . . GHE would need seodfRoation and development of & .
clicking on the [Submit] button. 7= ¥ s wproach for wvionics while it PCR1s  ° Mid
LA 414 coquiced Schedde  Mitigte

Figure 14-1

If the user is viewing risks for a
program an additional sort field (Figure 14-1-B) will be displayed allowing the user to
show all the program and project risks together or only the program or project risks
separately.

[TIP: The default sort for risks used in the online view and report generation is ordered

by Status (Open then Closed), risk criticality (IE M or ), total risk score
(likelihood times highest consequence), risk bias (sum of the products of each
consequence times likelihood),; and finally by Risk ID.]

Clicking on the hyperlinked title of a specific risk (Figure 14-1-D) will allow the user to
view the Risk Information Sheet.
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Adding Risks

By selecting the Risks for Rocket (1) M ®) L)
[Add] button @ ' D
(Figure 15-1-A), the @y
Risk Manager can  Add| Index | Status | 5xiCrid | Definitions Figure 15-1

create draft or

approved risks and accept or delete Team Member risks. The Team Member can add a
draft risk or suggest a modification to an existing risk. Until the Risk Manager takes
action on a draft risk by approving or disapproving it, the potential risk will remain under
pending risks and will be kept separate from all approved risks. A risk that is no longer
possible, or overcome by events, will be closed and archived. A risk that has been
realized will be closed and an event will be opened to address the new problem.

To add a new risk select [Add] from the module menu and complete the Risk
Information Sheet. If the user is a team member the Draft check box will not be visible,
since all risks will be entered as draft. The Risk Manager has a choice of entering new
risks as draft or approved risks. After completing the Risk Information Sheet form or
modifying its contents, selecting the [Submit] button will record the data to the database.
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Risk Information Sheet

The Risk Information Sheet
contains all the detail data
associated with the risk. Users
can make modifications to the
current data commensurate
with their privileges.

The [Definitions] button
(Figure 16-1-A) will show the
user a list of all the current
definitions (for Likelihood,
Consequence, and Time frame)
as defined by the Risk
Manager. The title, team,
owner and category fields are
self-explanatory but for
remaining fields the following
definitions are provided:

Likelihood is defined as the
probability of failing to achieve
a particular outcome. Valued
from 1 to 5 with 5 being the
highest likelihood.
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Risk Management

Consequence is defined as the Thas wi ooy affect nen projects =
impact of failing to achieve that

outcome. There are three types #
of consequences for a given Approschs  Fesewch C Mitigste ®  Wench O Avcqt ©

risk — cost, schedule, and Research Phin -

technical which are valued
from 1 to 5 with 5 being the

worst consequence.
Mtz aclom Plam

Estahiished Tewm to ldentsfy and Rasobve [ssues =]

[TIP: There are default
definitions provided for =
Likelihood and Consequence Deintied Migurian Pl ek on iep to moddy IDNERSEL] e

but the Risk Manager has the Mo magation steps recorded

option of modifying these Frarch PlanTracking Reguhreom s

definitions|

Total Risk value is the product
of the Likelihood and the worst
case Consequence.

Time frame is the period when
action is required in order to
mitigate the risk. There are
three time frame options —
near, mid, and far for which
default definitions are
provided, but the Risk Manager
has the option of modifying
these definitions.

Accepiamee Rationale

Risk Statement is made of two =
parts: a condition and a Munagement Commeniz

o managemend comments have been provaded =}
consequence.

Condition: a single o
phrase briefly describing '@
current key
circumstances, Situations,  Freus Staus Comments
etc. that are causing e stabus entered
concern, doubt, anxiety,

or uncertainty.

Figure 16-1

Consequence: a single
phrase or sentence that
describes the key,
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negative outcomes(s) of
the current conditions.

Context captures the what,
when, where, how, and why of
the risk by describing the
circumstances, contributing
factors, and related issues
(background and additional
information that are NOT in the
risk statement).

Approach is how the initiative
plans to address the risk. There
are four approach options:
research, accept, watch and
mitigate for which the
definitions are provided.

Research: Investigate the
risk until you know
enough to be able to
decide who is
responsible for the risk
and what approach to
take (i.e., mitigate, watch
or accept).

Accept: Do nothing. The
risk will be handled as a
problem if it occurs. No
further resources are
expended managing the
risk. If a risk is marked
as “accept”, the user will
be prompted to input a
mandatory acceptance
rationale along with any
plans for handling the
risk if it does occur.

Watch: Monitor the risks
and their attributes for
early warning of critical
changes in impact,
probability, time frame,
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or other aspects. If a risk
1s marked as “watch”, the
user will input triggers
for changing that
approach in the
Contingency plan/trigger
field and any other
appropriate/applicable
plans.

Mitigate: Eliminate or
reduce the risk by
reducing the impact,
reducing the probability
or shifting the time
frame. If arisk is
marked as “mitigate” the
user will input a
summery of the
mitigation plan in the
Mitigation Strategy
Summary field and a
detailed plan if
necessary.

Research Plan is a summary of
the action plan for risks that are
to be researched. It documents
the strategies, actions, goals,
schedule dates, tracking
requirements, and all other
supporting information needed
to carry out the research
strategy.

Mitigation Strategy Summary is
a summary of the action plan
for risks that are to be
mitigated. It documents the
strategies, actions, goals,
schedule dates, tracking
requirements, and all other
supporting information needed
to carry out the mitigation
strategy. The [Detail] button
(Figure 16-1-B) on the risk

Risk Management
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modification page takes the
user to the detailed mitigation
plan page which the user can
use to enter a detailed plan for
that specific risk.

[TIP: If a risk manager wants to create draft detail mitigation steps they must first create
a draft risk. Changes made to the detail mitigation steps of an approved Risk are take as
approved detail mitigation steps. |

Detailed Mitigation Mitigation Plan for Access to Interior of PM is Limited

Plan screen (Figure
]6_4) allows the Add | Indsx | Status | 29Gad | Admin | Definstions Fetum Subimif

user to input the > ulc s scacebucy Skl R

£ Add Step (Tdentify all steps of the mitigation plan)
Separate steps ora WOTE: Changes made o the detaded mitigation plan will modify the appooved sisk, To create a drafl
detailed p]an. The detail mitigation plan, save the complets sisk a2 2 draft fiest and then subsdt changes to the

resulting modified ek
user defines the ID, ¢y S Sing

or step number, a — ! :I

summary of the

Artioness

work to be

f d f h I : j Planned Conpletion Date =
periormed tor that (Planned Likelihood and Congequences musibe betveen | and 5.)
step, the person Lﬂ-:eli}mnd*f“ Consequences= Cost 13 Seheduie|d | Teelmsiean]d
responsible for
completing it, the Mitigation Steps:

planned completion

date and the actual { Step ! Approved Delete
completion date.

After entering each Flgure 16-2

step of the detailed plan, the [Submit] button will send the data to the database.

[TIP: If the user creates detail mitigation plans for the risks including the projected
likelihood and consequence, a planned versus actual waterfall chart can be selected
within the Reporting section to show trends for each risk over time.]

Watch Plan/Tracking Requirements identifies what future action will cause the initiative
to invoke their mitigation plans.

Watch Plan: A plan indicating what indicators are to be watched. The indicators
should specifie the level at which an action, such as implementing a mitigation or
contingency plan, may need to be taken. Generally used to:

o Provide early warning of an impending critical event
o Indicate the need to implement a contingency or mitigation plan to
preempt a problem
o Request immediate attention for a risk
o Closing a risk.
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This field can also be used to list contingency plans. Not all mitigation plans can or
should be carried out immediately, for example:

There may not be sufficient funding at this time, the appropriate personnel may not
be available, or the probability of occurrence is low.

Contingency plans are held in reserve until specific conditions are true or certain
events occur — watch for the conditions and events.

Status (Figure 16-1-C) provides a field for the user to acknowledge any progress or
setbacks in carrying out the mitigation strategy. Previous status information entered is
displayed below the entry fields. The system will automatically time tag the status to
show when the status was entered.

Comment for the Risk When certain key
"Access to Interior of PM is Limited " ﬁelds on'the risk
Fisk walues have changed did you remember to provide a comment? meI‘mat‘lOH sheet
Cancel Submit | are modified and
submitted the user
Ho status provided. J R
will be prompted

=zl (Figure 16-3) to

enter a status that
Likelihood and Consequences values have changed.

A d Pr 4 Ch describes the
Likelihood: T"F‘:”‘? Il;‘WSI:—1 — change. A special

Consequence (Cost): 3 3 status comment 18
Consequence (Sch): 3 3 required when there
Consequence (Tech): 4 3 is a change to any
Frevious Status Commenis of the likelihood,
EER002  Cannotmake the required mods, consequence, or

PFEER002  Cannot make the requoed mods approach ﬁelds or
IE2002  Cannot make the required mods,

82002 Openedup access slightly. when a risk is
INER002  Mowved the test date out 2 months. I"igun: 16-3 closed. A closed
risk also requires
the risk manager to submit a closure rationale. The Risk Impact is an optional field that
allows the risk manager to transfer pertinent data from the risk information sheet to a new
event report for the initiative manager’s review.

[TIP: Once a risk is closed in the approved, draft or modified mode it can not be
modified or be reverted back to open.]
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Events

The Events module is where the user _ Mamsgement Cost  Sthehde  Toelodeal

identifies off-nominal conditions Events for Rocket Yoy @u Vg, B,

affecting the initiative. This is also

the area of ePORT where the user is 2™ o S |

able to layout an implementation —:.Iﬁn‘,, -r-,iﬂ = Cremelblodiy sl crens

plan to reduce or prevent the issues’ Pending Approval

impact. Approved: Draft Events: Modified Events:
Rocket Total T i

When [Events] is selected from the =~ “**# o=

primary menu the Events List view hpp:;:dy"; viewimsdty o e

appears to the right, in the module D o Ehmend

window. The Events List page ot A e T A

(Figure 17-1) shows all the events Open 71300 ' Compliance/Risk, Cost, Schedhude, Technicu

currently identified for the project, GRS FIS R M e e e

Do, Patrick

Clicking on the hyperlinked title of a
specific Event will allow the
Manager to modify an open event or

. e esugine test shut domm sashy of 290 s sether thas 325 gec. Test comdtion was aot
VIEW a ClOSed eVent. & 8t oomaitcos end cesulted in extessive loselaed hesls + 0. ke bt gasiplusme

spill over & pectroulation. Theer enomalies: flex seal damage, eog nd eloge oul ghileknve

Figure 17-1

Rocke-#2 XR$:226% Damage During Tost A LX011

Tachaoeal

Adding an event report can be accomplished by clicking the [Add] button, which brings
up a blank event report. The user should then enter all applicable data into the form. The
same layout is used for both add and modify for the event reports.

There are a couple of exceptions to the layout similarities. The status comments field,
which allows for the addition of new status, is in a read only mode on the modify layout
for all previous status comments. Meaning new comments can be added but previous
comments may not be modified in any manner. Another exception is that the modify
layout provides you with the option to close an open event.

These are the events that can be displayed during the summary assessments for the
compliance, cost, schedule and technical modules.
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Overview of ePORT Reports

The Reports Module Center Management Reports for Rocket
provides the user with
straightforward access to Cemter Management| General | Event | Risk
available reports broken |Seleciasaved data set ¥

down by categories.
Currently there are four
Categories Center 1) Select Report Template: |EI rectorate Monthhy Stoplight j
Management, General,
Event and Risk. These
categories are expected
to grow as users identify
additional reports
required for support their
project. After you click Submit

the reports tab the user » S Figure 19-1

will be directed to the

Center Management page. From this page the user can easily access the other categories.
Each category has a drop down listing of available reports. Once a report is selected the
criteria appropriate for the selected report is displayed and the user can make the data set
selection. The criteria selected will remain in a preference storage module to enable the
user to view/print multiple reports without having to reenter the same criteria. The
reports are generated and displayed through a report generation tool called Crystal
Reports.

Or to ereate a report “on the fiy” complete the follswing 3 cieps.

1) Belect Drata Set:

Directorate Fram Te

| Center Operations Direchorate :_J |3.’1 22003 47112003
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Crystal Reports Viewer

Using the Active X Crystal Viewer - Attention PC Users

(Figure 19-2) depicts the report-viewing window that appears for PC users with each
generated report. The window has several options that are available to the user. The
print button (Figure 19-2-A) provides the user the ability to print a directly from the
current view. The send icon (Figure 19-2-B) allows the user to save the report in a
variety of formats including excel and rich text. The lightning bolt icon (Figure 19-2-C)
allows the user to refresh the data at anytime. The collapse and expand icon (Figure 19-
2-D) provide the user with drill down capability when there is data supporting the
selected report. The find feature (Figure 19-2-E) enables the user to search the generated
report.

| x & & #7=ox =] || 1« 4 I o1+ » M =
reid} O O

[+ Example

Figure 19-2

Installing the Crystal Report Viewer - Attention PC Users

The first time you attempt to view a report using ePORT, you will be prompted to install
the Active X version of the Crystal Report Viewer. This is a one time install that should
only take a few seconds to perform. Once the control is installed you will be
immediately take to the report you requested. If you receive and error message stating
that installation of the viewer has failed, it could be that you do not have read/write
permission to change the system registry. Log out and log into your PC using an
Administrator account so that you have permission to install software. Then try viewing
the report again.

Using the DHTML Crystal Viewer - Attention Macintosh Users

Macintosh users not be prompted to install and Active X viewer. Instead you will be
shown and DHTML viewer as shown in (Figure 19-3.) This viewer will offer most of the
functionality as the Active X viewer but will not require the installation of any additional
components. (Figure 19-3) depicts the report-viewing window that appears for Macintosh
users with each generated report. The window has several options that are available to
the user. The print button (Figure 19-3-A) provides the user the ability to print a directly
from the current view. The send icon (Figure 19-3-B) allows the user to save the report
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in a variety of formats including excel and rich text. The lightning bolt icon (Figure 19-
3-C) allows the user to refresh the data at anytime. The collapse and expand icon (Figure
19-3-D) provide the user with drill down capability when there is data supporting the

selected report.

Wersion 4 subrnitte

Initiative Name {Acronym) Figure 19-3
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Using Report Criteria

ePORT allows users to choose certain Fisk Reports for Rocket

criteria to build a report. All reports o
allow selection of program, project or [&aicas saved crimin ot 7]
directorate name. Some reports alSO o cresie s repart camgleie ihe Siluring 3 sonpa.
provide the opportunity to select a
date range if applicable or a fiscal
year if necessary. Data is then sorted  2) select Criteria Ser:

and displayed accordingly in the Initiative Display D From
report that was selected. Ifa I
Program/Project report had been
selected, a list of programs and
projects available to the specific user
would be displayed. The date range
should be entered as a normal date
(example 2/1/2001 or 02/01/2001).
The Fiscal Year may or may not be
required as an entry, only on reports
where charting and trending occurs ¥ R
does a user need to enter that data. The selection criteria will change based upon which
report a user has chosen. Once all fields have been addressed the user should click the
Submit button and the report will then be generated in a the Crystal Report Viewer inside
a new browser window. (Figure 20-1) shows criteria associated with the 5x5 Grid report
under the risk section.

1} Select Report Template: [5-5 Gt Lll

Figure 20-1

[TIP: If no data is entered in the fields the default values are as listed Date Range is
today’s date and thirty days past, the fiscal year is the current year. The most recent set
of selection criteria will be set as the default.]

The results of any criteria selection will be sorted by descending criticality by default.
The options for sorting show in (figure 20-1) are Descending, Ascending and Risk Id.
Descending means risks will be sorted with the highest criticality ranked first and the
lowest criticality ranked last. Ascending is the exact opposite. The lowest criticality
gets ranked first and the highest criticality is ranked last. Sorting by Risk Id just puts
risks in order by their ID number with no regard to criticality. This will typically result in
risks being sorted by their age with the older risks being ranked first and the new risks
ranked last.
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Downloading Reports

Reports can be downloaded using the crystal viewer’s exporting tool. Click on the
Export Report button located on the Crystal Report Viewer tool bar just below the
Internet Explorer address bar and directly to the left of the print button. The Export
button has a picture of an open envelope as its icon. See figure 21-1 below.

[ & & g[=fiox =] || i« 4.|—1.:f1+ > M o= || A
Preview | €Y

[+ Example
Figure 21-1

A file save as dialog box will open once you click the export button, (Figure 21-1-A).
Enter a name and select the location you want to save the file to. The reports format can
also be selected

here. See figure Repott Wiewer Export
21-2. After
naming the report,
selecting the
format and i
location, click the
save button. ]

= e ®EcrE

[TIP: Report can -
be downloaded in
a variety of
formats including .
Adobe Acrobat,
word, Rich Text R T—-
rystal Feports B [ 1pl
and as excel Ceystal Fepoits B [.ipt)
spreadsheets.] Crystal Reports T [}
Microsofl Excel [~ 4]
Microsoft Ward [* doc
" Biich Test Fourmak [*.rth
Steps For Figure 21-2 Adobe Acrobat [* pd]
Downloading

Reports

e View the report you want to download.

e Click the export button on the crystal viewer tool bar.

o Enter the name you want to save the report as.

o Select the format you want to save the report in from a drop down list.
o Select the location you want to save the report to.

e Click the save button.
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Attention Mac Users

While Rich Text format, rtf, provides a clean copy of reports for the PC, it may not
appear as clean on when viewed on the Macintosh. This is an issue with how MS Word
for the Macintosh renders graphics in Rich Text format. Formats that will work well with
the Macintosh for off-line viewing are pdf and HTML.

Attention PC Users

PC users that would like to view reports in their original format or would like to export
their reports to HTML may do so using the Crystal Off-line viewer. The viewer may be
downloaded from the log-in screen. Once downloaded, the viewer will have to be
installed on your system. Once installed, reports may be viewed in their original Crystal
document format. For more information on using the Crystal Off-line Viewer, please
refer to the section Crystal Off-line Viewer.

Power Point Users

Sometimes you may want to include a report or elements of a report in a power point
presentation. To accomplish this task, the report must first be downloaded to a format the
users computer can read and understand. This means exporting the report to another
format as described in section, Downloading Reports. Reports can be included into
Power Point presentations from a variety of formats.

Adobe pdf Documents

Reports can be converted into a Power Point friendly format using Adobe Acrobat but
this requires the user to have a full version of Adobe Acrobat, not just the Acrobat
reader.

Open your pdf report in Adobe Acrobat and then save it as a png graphic. The png
format will break each page of the report up into a separate graphics file. Each page will
become a separate image. From power point select Insert, picture, from file. Then select
the png graphic you wish to insert and you will have a perfect picture of one page of the
report now in a power point slide. The graphic can be resized to fit your needs.

Rich Text Format Documents

Formats such as the MS Word doc and rtf, Rich Text Format, can easily be used in Power
Point Presentations. First you must separate your rtf document into separate files for the
pages you want to include. The easiest way to accomplish this is to copy the rtf
document you want to include and save it as a new file. Then delete all pages from the
file except the page you want to include in the presentation.
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Insert you prepared document into power point by selecting, Insert, ole object and browse
to the file you want to select while in Power Point. Once inserted the document may be
resized or edited directly on the Power Point slide.

HTML Documents

An HTML document may be included in a Power Point presentation by creating a
hyperlink from a piece of text or object on the Power Point slide and link it directly to the
HTML document that has been downloaded from ePORT. Once down a hyperlink is
created. By running your slide show, you will be allowed to click on your hyperlink and
load your html report in Internet Explorer. Remember that hyperlink to external files
does not embed the document in the Power Point slide the way inserting images and
objects does. If you happen to move or email your presentation to another location, then
the html documents being used and accompanying images will also have to be moved to
that same location.

MS Excel Spread Sheets

Excel spread sheets, xIs, can also be inserted directly into Power Point slides in the same
manner that rich text documents are inserted. While in Power Point, click on the insert
menu item, then ole object and browse to the file you want to insert. Once selected the
spread sheet will appear on your Power Point slide.
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Report Levels
Report Levels
Currently the levels available are Center Management, General, Event and Risk.

The Center Management Reports section Center Management Reports for Rocket
contains reports that are at a very high level, a oo
top-level view of the entire center. These o
reports might be a roll-up of lower level
reports. Figure (22-1-A) is the drop down  Seecs Repers Tompltes s v v 2 QY
menu that allows you to select the report that
you want. Unlike all the other reports that
respond simply to choosing an initiative from = 9 e e
the main menu drop down box, the
Directorate report only responds to the
directorate listed in the drop down menu shown in Figure (22-1-B). Figure (22-1-C) is a
date range for the report. By default the to date will be the current date and the from date
will be 30 days back.

O i e b i " e By kol the Rllawting 1 dbga.

2} Belert Diata et

3 Bl | Figure 22-1

The General Reporting section contains General Reports for Rocket
reports on a broad scope within the initiative.
The current reports are the Stoplight
Rationale Report, Cost and Obligation Status,
Workforce Report and the Team Contact List.
Figure (22-2-A) shows the drop down menu 1) seiwes paes s
where the report can be selected. Det Range 2. 43450084)

Froim Ta

Figure (22-2-B) displays search criteria
available. Available criteria will be change
based on the report selected

3 _Sukmi | Figure 22-2

The Event Reporting section contains all Event Reporting for Rocket
event data. The reports included here are the ot
Event Report Summary, Event Reports and A b o 38

the Event Reports (Draft).

Ta cweade @ ivpn cample i i Bdlwing 3 sicps

14 Select Bepart Template: ' wi i Doy " 9

i Seloon Dars Soc:

Figure (22-3-A) displays the reports available

from the drop down menu. s TJ P ' - o b

Figure (22-3-B) shows the criteria available to =22 Figure 22-3
the events sections.
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The Risk Reporting section contains all

reports needed to manage risks and risk plans.
Reports included here are Index, Status, 5x5

Grid, Risk Overview, Risk Overview with

Range, Risk Worksheet, Risk Open vs Closed,

Risk Information Sheet, Risk Information

Sheet (Drafts), Planned Vs Actual Waterfall,

Mitigation Action Items, and Deleted Risks.

Figure (22-4-A) shows the drop down menu

that allows the user to select a report.

Figure (22-4-B) shows criteria available for a

selected report. The available criteria will
change based on what report is selected.

Risk Reports For Rocket

Reports

Canksn Wnteiemet ] utettad | e | Pl

jﬁultd o e i sl 'I

T el b repaat rnmplele dhe Blaiag T siegs,

13 Selict Ruport Teamplat; [Fio =
T} Select Criteria Sed;
L
Fiochat -]
5 e EIM Chmer
=
Figh §|an Todd E
b =] |Flaregen, Gemy =]
Apprwash Timelrume  Casogary
Bl Piad -
(L | biid =] fcost =l

SeriResndis & Doptending O Ascondng O Fak ID

3y S | Figure 22-4
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Center Management Reports

The Center Management Reports section currently contains only one report, the
Directorate Monthly Stoplight Report. This report takes all the programs, projects and
activities in a directorate and displays the high-level stoplight chart for each element per
initiative. Following the stoplight charts is a written status on each element from each
program or project within the directorate. These comments originate from the
Compliance, Cost, Workforce and Schedule Assessment pages where a user has entered
the deviations and recovery plans. A trending chart is located at the end of the report
summing up all cost and work force data for the initiative.
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Figure (23-1-A) shows the
directorate name.

Figure (23-2-B) shows the date
range being used for this report.

Figure (23-2-A) shows the
deviations and recovery plans for
each element in an initiative.

Figure (23-2-B) shows the Cost
and Workforce data for the
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o Figure (23-3-C) shows the
Program name

o Figure (23-4-D) shows the
program's projects.

o Figure (23-5-E) shows the
stoplight trend for each initiative.
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General Reporting

Stoplight Rationale Report

The Stoplight Rationale Report
consists of the same information
displayed in the Directorate Report
but without the trending chart. This
report displays data for the initiative
you are currently viewing instead of
the entire Directorate.

The date range for the report is
displayed on (Figure 24-1-A). This
date range can be specified by the
user. (Figure 24-1-B) shows the
name and acronym for the initiative
selected. The initiative's stoplight
trending elements are displayed on

(Figure 24-1-C) and the deviation and

recovery plans are displayed on
(Figure 24-1-D).

Cost and Obligations Status

Cost and Obligation Status
displays cost data such as
cumulative cost and cumulative
OBS planned vs. actual, EOY
Estimates, and civil service
workforce. A chart is included
on this report that displays the
cost and OBS planned vs. actual
for trending purposes.

Reports
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Workforce Report

The Workforce Report -
displays Civil Service Tme——
workforce data as well as E
contractors workforce

|
numbers. This report also il |
contains a chart showing the Hi i 4} |
. | R0 |
trending between planned vs. e e v e e r Ty s
actual of the total contractor
data. - =
SRS § 55 E F £ % & § £ 3
Figure 24-3
vt Craarnind by ¢ FOET oo ! J1 3007
Team Contact List
Team Contact List is a list of all @( Cantaet List for Rocket
team members associated with a Rackst
particular initiative. It also
identifies and lists contact N B B
information for the Project "
. O
Manager, Alternate Project P
Manager, Lead Systems o itcten
Engineer and Risk Manager. e
ey
Uy P .
e
Sy
e Figure 24-4
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Event Report Summary

The Event Report Summary lists
all the approved events with in a
given initiative.

Figure (25-1-A) displays the
Management, Cost, Schedule and
Technical stoplight trending for
the initiative.

Figure (25-1-B) lists all the
approved events with in this
initiative.

Event Reports - iy ey
Approved vt
iR e ety
Sk S
. Comapuiridte: Pl Tark
The Event Report is
a detailed

breakdown of an
event. Much like
the Risk
Information sheet is
shows all the data
associated with a
particular event.
The Event Report
only displays
approved events and
only shows the most
recent revision ofa
particular event.

Select the event you with to see from the list on the left, figure (25-2-A). Once you click
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Figure 25-2

on an event name from the left menu, the event report will appear on the right.
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Figure (25-2-B) displays the current revision number and the date that the event was last
revised. Only the most current revision will be displayed in this report. To see previous

revisions of particular events, please refer to the Events section.

Event Reports - Draft

The Event Report (Draft) is the same as the event
report except that it only displays draft events.
The word "Draft" is water marked on the report,
Figure (25-3-A) as well as displayed at the top of
the report.

Just like the Event Report, the Event Report
(Drafts) will show all draft events for a particular
initiative. By clicking on a list to the left of the
report window, as seen in (Figure 25-2-A), the
event selected will appear in the window on the
right.

This view provides only the most current revision
of an event. To view past revisions or an event or
to get a print out on just one event, please refer to
the print views in the Events section.
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Risk Reporting

Risk Index Report

The Risk Index report is a
leading report that shows all
the risks for a given project
in a list format with general
key information.

Figure (26-1-A) shows the
name of the Directorate,
"Example", the name of the
initiative, "Rocket", and
current count of the number
of open risks shown on this
report by criticality.

In figure (26-1-B), risks for
this initiative are listed some
along with some key
information concerning each
risk. By default, risks are

P
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Figure 26-1

sorted by criticality in descending order, with highest criticality open risks first and the
lowest criticality last, closed risks are tacked on to the end of the list and ranked

accordingly.

For more information on sorting by criticality please refer to the Risk Index section.

For more information on filtering report data or changing the sort order please refer to the

section Using Report Criteria.

Risk Status Report

The Risk Status report shows
in a graphical and textual
format how all risks for a
given project have changed

over the course of time. Every

change made to a risk is
archived and can later be
shown by this report. The
status report can have its
results limited to the top N
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results with N being the number of risks the user wishes to see.

Like the Index report, the status also shows the directorate name, initiative name and
provides a risk count by criticality in the upper right hand corner, figure (44-A).

Risks are listed down the report sorted by criticality. The default sort being the most
critical ranked first and the least critical ranked last, figure (44-B).

For more information on sorting by criticality please refer to the Risk Index section.

For more information on filtering report data or changing the sort order please refer to the
section Using Report Criteria.

5x5 Grid Report
@ Rodket 5x5 Risk Summary From 04/T%2003 to 5152003

The 5x5 Grid Report

contains a grid chart as
seen below in (Figure 26-3)
that quickly identifies in
picture form where the top
15 risks are located in the
project’s defined risk
structure. EPORT suggests
guidelines for each project
to follow but the overall
risk grid structure is
customizable to each
individual project.
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This report is composed of

three elements. (Figure 26-3-A) is a list of risks that are being ranked on this report.
This list includes:

e The risk title and identification number
o [ts rank at the beginning and at the end of the period.
e A graphic showing if the risk is:

NEW- New since the last period
Unch - Unchanged since the last period

A Criticality has increased since the
last period

V. Criticality has decreased since the
last period
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Reports

In figure (26-3-B), the risks are plotted on a grid in accordance with their rank. Figure
(26-3-C) gives a quick look at how many risk are open, closed and new in the current
period as well as how many were open and closed 30, 60 and 90 days ago. These
numbers reflect totals for the initiative and not just the risks being ranked. The 5x5 Grid
report only ranks the top 15 risks but can be limited to less than 15 by applying various
criteria. For more information on the 5x5 Matrix set up and color definitions please refer

to the section Matrix Setup.

Risk Information Sheet

Y | L il o np Aimes Prmrens
The Risk Information Sheet is a basic p— i S s
report depicting all the risk information e s
available for the selected project. Each o b m.r:;;m“... e e s
risk is broken into its individual sheet, e 1T —
but all risks for a given project are = P foms

contained in the same report. Risks
may be selected from a window on the
left and that risk will then be displayed
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[
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in the window on the right in the R e
format shown in (Figure 26-4). -

N N g faemtetn Sty e g

Pt Bilag i, i

The Risk Information Sheet report will
only show the last revision made to a

S g g e

el Pl T, Mg

particular risk. Previous revisions of fm——

risks are kept and can be viewed from Mogmtheet

the Risk section of ePORT. P e

Printing the Risk Information sheet

report will result in printing all the

risks for a particular initiative. If you Figure 26-4 Py

want to print a particular risk then

please refer to the print view of the Risk Information Sheet found in the Risk section of

ePORT.

Also the Risk Information Sheet only shows approved risks. To view Draft Risks you
must refer to the Risk Information Sheet (Drafts).
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Risk Information Sheet (Drafts)

Risk Information Sheet (Drafts) is a
basic report depicting all the draft risk
information available for the selected
project. Each risk is broken into its
individual sheet, but all risks for a
given project are contained in the same
report. Risks may be selected from a
window on the left and that risk will
then be displayed in the window on the
right in the format shown in (figure 26-
5).

Draft Risks can be easily identified by
word "Draft" water marked in the
background of the report and in red
across the top of the report as in (figure
26-5).

The Risk Information Sheet report will
only show the last revision made to a
particular risk. Previous revisions of
risks are kept and can be viewed from
the Risk section of ePORT.
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Figure 26-5

Printing the Risk Information sheet report will result in printing all the risks for a
particular initiative. If you want to print a particular risk then please refer to the print
view of the Risk Information Sheet found in the Risk section of ePORT.

Risk Overview Report

The risk overview report
provides a highly detailed
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Reports

their individual risks while viewing them in context with other risks in the initiative.

Risk Overview Report with Range

This is same report as the Risk Overview but with a slightly different result set. This
report requires a date range where the Risk Overview only requires an end date. Risk
Overview with Range not only returns open risks ranked by criticality but also shows all

risks that closed during that period.

Risk Work Sheet

The Risk Work Sheet is a

list summary view of risks

and how they rank in their =~ =+ =
initiative. This is a graphics  + =
free, tabular report designed  + s
to easily port over to e
Microsoft Excel and used in ~ ™"
a spread sheet.

To learn more about
exporting reports to other
formats please refer to the

section, Downloading
Reports.

Plan Vs Actual
Waterfall

&

||||||

............

Figure 26-7

LT

T

A graphical depiction
of the life cycle of a
risk using the detail
mitigation plan
likelihood and
consequences as
compared to the actual
likelihood and
consequences.
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Figure 26-8
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Mitigation Action Items

The mitigation action items
report provides a list of tasks
that need to be completed
and their expected
completion date. Once an
items passes its completion
date and has not been
completed then that item will
be marked with a red
asterisk.
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Deleted Risks Report

The Deleted risks report
provides a list of all
deleted draft and mod
risks. Since a risk may

@
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Figure 26-10

Risks are sorted on the

report in descending order by their deleted date. The most recently deleted risks will
appear at the top of the report and older risks will be listed towards the bottom.

This report displays the total

number of open and closed |
risks for an initiative. This =i
total is then broken down by
the number of open risks per
team per approach type as
well as the total number of
high, medium and low risks

Risk Open vs Closed
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Page one of this report
details open vs closed risks
while page two compares the High, Medium and Low criticality of risks.

Figure 26-11
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Admin Functions
Initiative Admin - Mode Selection

The Admin Module Admin for Rocket
is only available to  Member Access | Made | Admin Messages

the initiatives' Select the operational mods for each ePORT module, Subirmit

manager and Please Note: When swifching from Defml fo Stonmary Mode alf dafa entered fo date will be

defaults to the mode archived and will not be available ro be wilized wher refurning to Detail Mode.

) > Dretad Suranary

screen (Figure 27-  pgonooement & -~

1). The mode screen (st & I

provides the ability Schedule & o

to select which Technical & e

mode in which the .

e - Detail Mode

initiatives Plans and The manager completes simple forme to collect bagie information about the ndtiative's compliance,
cost, scheduls and technical statue. ePORT then uses the standard HASA criteria to evaluate the

Assessment

data to assign the health status in cach area

Swnmary Mode Figure 27-1
The manager selects the hiealth stabzs in each aren based on the standard HASA cmtena.

modules will
operate. To access
this module, click
on the PGM/PRJ Admin link from the Setup section of the main menu.

The Full Mode, which is the preferred method, enables the manager to enter specific
planned and actual data that is used to automatically assess the initiative based on current
agency criteria.

The Abbreviated mode allows the manager to enter basic information and select their
own assessment guided by current agency criteria. The manager can select a different
mode for each module or use the same mode for all the modules.

[TIP: When moving from the full mode to the abbreviated mode all data entered in the

full mode is archived and no longer available for modification if the mode is switched
back to full mode.]
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Appendix

Stoplight Guiding Principles

Stoplight assessments are based on approved Program/Project Plan.
@ Green represents Progress according to Plan

e Meeting management plans or commitments
e No action required

Y Yellow represents an Area of concern
e Deviating from plans or commitments, but approved contingency/ reserves exists

to recover and successfully complete the program/project as planned
e Needs attention, problem can be resolved internally

® Red represents a Significant problem
e Deviating from plans or commitments, with insufficient approved contingency/

reserves to recover and successfully complete the program/project as planned
e Needs immediate action, external help required to address the problem.
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Stoplight Criteria

Compliance

Evaluate all Program/Project management planning and processes for completeness,
accuracy, and compliance to NPG 7120.5 and MSFC Management System (MMS)
instructions (e.g., MPG 7120.1). Risk management is highlighted due to its importance as
a management strategy and should be thoroughly addressed.

e Green - Plans, processes and risk management approach adequately satisfy
Agency and MSFC Program/Project Requirements.

e Yellow - Plans, processes and risk management approach do not adequately
satisfy Agency and MSFC Program/Project requirements but issues are being
addressed with a scheduled completion date and can be accomplished internal to
the initiative.

e Red - Plans, processes and risk management approach do not adequately satisfy
Agency and MSFC Program/Project requirements and issues are not being
addressed or can not be accomplished without help external to the initiative.

Cost

Evaluate how the Program/Project budget is performing against the approved
Program/Project planning, including cumulative annual cost and reserves documented
within the Program/Project Plan and monthly resources documented in phasing plans.

e Green - Specified tasks are within approved budget plans, without utilizing
reserves.

e Yellow - Specified tasks exceed the approved budget plans, but are within
approved project reserves.

e Red- Specified tasks exceed the approved budget plan and approved reserves.

Schedule

Evaluate the use of your Program/Project reserves (slack) to maintain the critical path
schedule and ensure the Program/Project delivery date approved in the Program/Project
Plan is met.

e Green - Reserves for critical path schedule have not been used and major
milestones are not delayed.

e Yellow - Reserves for critical path schedule are being used or major milestones
are delayed, but project end date is not expected to slip.

e Red - Reserves for critical path schedules are depleted and project end date is
expected to slip.
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Technical Performance

Evaluate how your Program/Project is meeting the requirements for mission success that
are documented in the approved Program/Project Plan.

e Green - Technical objectives are being met with no threat to mission success
criteria.

e Yellow - Technical objectives are not being met and threaten mission success
criteria, but the risk management plan specifies an acceptable contingency.

e Red - Unable to meet technical objectives and no contingency has been identified.
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Glossary
C

Cluster: A custom grouping of initiatives for the purpose of viewing the contents
of these initiatives in a read only status. Clusters are dentoted in the
Initiative drop down menu with an *. When viewed it this state, data
associated with the initiative may not be altered.

E

ePORT: electronic Project Online Reporting Tool. ePORT’s objective is to
provide a common framework for capturing the health statusof MSFC
programs and projects that meet the guidelines of NPG 7120.5 to Provide
AerospaceProducts and Capabilities (PAPAC).

M
MSFC: Marshall Space Flight Center

S
SSL: Secure Socket Layer Encryption.
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